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5 FAM 1320 
PROCEDURES FOR PUBLISHING 

INFORMATION AT THE  
DEPARTMENT OF STATE 

5 FAM 1321  SERVICES AVAILABLE THROUGH 
THE CUSTOMER SERVICE CENTER 
(TL:IM-18;   9-15-95) 

The Publishing Services Division, Customer Service Center (CSC) located in 
room 1758 at Main State provides a wide range of services to Department of 
State bureaus and offices.  These services are listed below and procedures 
for obtaining these services are in 5 FAM 1322.  All services, except graphics 
services, require a transfer of funds. 

(1) Printing and Duplicating Services—These include typesetting, 
photocomposition, duplicating, printing, finishing, and binding. 

(2) Editorial Services—Editorial services are available for 
manuscripts.  The editors follow the GPO Style Manual and the 
Department’s Graphics Standards Handbook, 5 FAH-7. 

(3) Graphics Services—Graphics personnel can plan, design, produce, 
and procure camera-ready art for publications, exhibits, posters, 
charts, certificates, 35mm slides, and other graphics.   

(4) Distribution Services—Publications can be distributed based on 
information provided by the requesting office.  For public 
distribution the CSC refers the user’s approval form to the Office of 
Public Communication (PA/PC). 

(5) Requests For Publication Copies—Department offices can 
request copies of periodicals and non-recurring publications from 
the CSC.  Requests from the public are referred to the Office of 
Public Liaison (PA/PL/PI).  Note that the Department Library also 
has Department publications available for reference or loan. 

(6) Services Provided by the Government Printing Office (GPO)—
As appropriate, the CSC may use GPO resources.  These resources 
include photocomposition, typesetting, and printing services.  
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Requests which PS cannot reproduce because of quantity, size, 
color, illustrations, or unusual processes, are forwarded to the GPO, 
or to vendors under authorized contracts approved by PS. 

5 FAM 1322  OBTAINING PRINTING, 
EDITORIAL, GRAPHICS, AND OTHER 
SERVICES, THROUGH THE CUSTOMER 
SERVICE CENTER  
(TL:IM-18;   9-15-95) 

a. For requests for printing, duplicating, editorial, graphics, and distribution 
services visit the Publishing Services Division, Customer Service Center 
(CSC).  Its location is room 1758, Main State and its mailing address is 
U.S. Department of State, Publishing Services Division, Customer Service 
Center, Room 1758, Washington, D.C. 20520-1853.  The phone number 
is (202) 736-7470. 

b. When users visit the CSC, they are advised of the available services and 
are assisted with filling out the necessary forms.  These forms are for the 
approval, funding, and instructions for the requested services.  The CSC 
will decide whether a request for printing, or other services, is done in-
house or by commercial sources.   

c. Note:  The Publishing Services Division is responsible for coordinating all 
Department publication printing requests.  All Department Bureaus and 
Offices must submit their printing and/or duplicating requests in the 
Washington D.C. area to the Customer Services Center and not to outside 
vendors (see 5 FAM 1315 ). 

5 FAM 1322.1  Completing Approval And Funding 
Forms 
(TL:IM-18;   9-15-95) 

When the user comes to the Customer Service Center, CSC personnel will 
select the necessary Department form for the user’s request and assist the 
user in filling out the form.  The forms to be used are: 

(1) DS-1837A, Request For Approval Of New Or Recurring Publications.  
This form is used if the CSC determines approval is necessary (see 
5 FAM 1322  Exhibit 1322.1 (1)).  
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(2) DS-5 Requisition For Publishing, Reproduction, And Distribution 
Services.  This form is for funding for printing and/or duplicating 
(see 5 FAM 1322  Exhibit 1322.1 (2)). 

(3) DS-1141, Project Request.  This form is used for graphics services 
(see 5 FAM 1322  Exhibit 1322.1 (3)). 

(4) DS-1837 Request For Approval Of New Or Recurring Information 
Dissemination.  This form is for approval of printed or electronic 
information to be disseminated to the public (see 5 FAM 1322  
Exhibit 1322.1 (4)). 

5 FAM 1322.2  Requesting Services By Mail 
(TL:IM-18;   9-15-95) 

Under certain circumstances, users can request services, such as printing, by 
mail from the CSC.  Call (202) 736-7470 for more information. 

5 FAM 1322.3  User Responsibilities For The 
Manuscript 
(TL:IM-18;   9-15-95) 

When submitting a manuscript for services, the user ensures that the 
following is done: 

(1) The manuscript follows the guidelines contained in the GPO Style 
Manual and in the Graphics Standards Handbook, 5 FAH-7 . 

(2) The user sends recurrent reports and publications requiring 
extensive work to CSC at least 3 to 4 months, (when possible) 
before the desired delivery date for the printed publication. 

(3) The user must always send the best available copy of the 
manuscript to CSC. 

(4) If CSC requires it, the user brings a computer disk with the 
manuscript in the software that CSC requests. 

5 FAM 1322.4  Printing Publications For 
Dissemination to the Public 
(TL:IM-18;   9-15-95) 
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Requests for printing and/or duplicating that contain material for 
dissemination to the public, and dissemination of electronic information to 
the public, require the approval of the Office of Public Affairs.  The CSC 
assists the user in filling out the approval form for PA and forwards the form 
to PA for approval.  For electronic information approval and dissemination, 
see 5 FAM 1322 (some examples of electronic information dissemination 
include the INTERNET and electronic bulletin boards). 

5 FAM 1322.5  Approval Of Recurring Publications 
(TL:IM-18;   9-15-95) 

Recurring publications are those that must be produced annually.  Users 
must request approval of recurring publications each year, normally by the 
beginning of the fiscal year.  Contact CSC for procedures.  See 5 FAM 1322.3 
for user responsibilities for recurring reports. 

5 FAM 1322.6  Surplus Publications 
(TL:IM-18;   9-15-95) 

If an office has extra copies of current or outdated publications which are no 
longer needed, send the copies to Distribution Services, Publishing Services 
Division, Room B-648, telephone (202) 647-2518.  Distribution Services will 
return the copies to stock or dispose of them. Offices must tell their message 
centers to reduce the number of copies that the message center receives for 
routine distribution. 

5 FAM 1323  THROUGH 1329  UNASSIGNED 
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5 FAM 1322  EXHIBIT 1322.1(1) 
FORM DS-1837A 
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5 FAM 1322  EXHIBIT 1322.1(2) 
FORM DS-5 
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5 FAM 1322  EXHIBIT 1322.1(3) 
FORM DS-1141 
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5 FAM 1322  EXHIBIT 1322.1(4) 
FORM DS-1837 

 


